
 

Make sure that you 

are using the 

correct template 

and that none of 

the headers have 

been changed 

You must save the 

Excel document as 

a CSV (Comma 

delimited) in order 

for the system to 

recognize and 

upload 

I suggest 

retitling the 

document to 

CNP Direct Cert 

Template CSV 

so you know 

which one to 

grab from your 

desktop – since 

you won’t know 

once you’ve 

converted 

which is which  


